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Deputy Director (Adainistration) | 3 Hovember 1951
Chief, sdministrative Services

Progress Report for rdministrative Services

1, Gensrsl, The following is a resume of conditions that
existed in Administrative Services activities as of 1 Jstober 1950,
the changes made since that date to the present time snd projected
to 31 December 1951, snd sn estimate of those things that will be
done, or should be done, after that date, :

2. Conditions as of Octeber 19?. As of the date indicated,
the strative activities were vided into two general cate-
25Xt HM) the Specisl Suppert Staff in snpwrtﬁ
25X1 and (b) the Administrative 3taff in support of overt
activities, #ith respect to the functions now assigned to

Administrative Services, there was almost complete duplication
in esch of these staffs.

oreanisation of Administrative Activities Effective

1 Decex pon the appoiniment of Kr, 25X1
as Ueputy tor for Administration as of 1 December

studies were made of resrganisation for the consolidation of
the two adainistrative staffs into one for the purpose of ;
supporting overt and covert activities under the DD/A. Effsctive
as of 1 Decesber 1950 Administrative Services was established
{pcluding the Transportation Pivision, the Reproduction Division,
the heal Estate and Construction Division, the Bullding iaintenance
and Utilitdes Division and the General Services Division., By the
terams of the order this plan of organiszation was to pecomes firm

g as of 1 Jamuary 1951, Mo changes were sade in the Administrative
Services organisation. The €ffeet of this organisation with
respect to esch of the Divislons is discussed balow:

a. Transportation Division. The Transportation
ininimﬁ&zm %6 A sirative Staff previously
perforasd the travel function in arranging for the
travel of overt employees, both domestic and foreign,
and the shipment of supplies and equipment for overseas
destinations in support of FBID overseas operations

: . The volume o7 work in connection with
these was relatively ainor.

In the Special Support Staff the Overseas
Processing Bramh, under the Personnsl Division
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Specisl 2 staff, performed the travel fanction for
sapicyses hiech was of considerable

voluame,

The “hipping Branch fer the pruesssing of shipaents
of supplies and equipment overseas destinations
was handled by the Shippimg sraneh reporting, as I recall,
to the Chief of Services under the Special “uppert Staff,
The volume of these shipments was also eonsiderabls,
slthough there has been a2 substantial increass since that
tize,

The merger of the adsministrative staffs poraitted the
brisging of sll travel and transportstlon functlons
together under a single Transportation THvision threugh
waich all overt [ = | travsl and shipping srrangements
are zade. This has resulted in greater efficlency and
better utilisation of parsonnel as well as improved

procedures,
b. ‘ t-i.' Divigion. The Reproduction Uivision,
as of the s+ was housed in three separsie

locaiiens and completely separsted from itz scurce of
supplies, nasely, the |  |iarehouss. The space limita-
tions of the threse lecations were such thst expanzion was
impossivle, wrich was nesesssry to meet sexpanding regquire-
aents of the igensy. Alse, CTA was dependsnt upon &
segnent of the Covermment “rinting 0ffice for the priating
of clagsified waterial, ssd it had been determined thet it
would be desirsble to consolidats ail reproductien snd
printing io a single location with pufficient expansion
possibilities to meet all future reproduction and printing
reguiresents of the Azeney.

For the purpose of aocomplishing these things, in
September of 1950 a buildin; had been leased for this
purposs in | | eonsisting of & totsl of
$3,8k5 squares feet of space. & portion of the space had
to be comstructed by the owner of the property to meet the
CIA reguirements. The installation of all of the plumbiag,
elestrical, air-conditioning and veating facilities was
neocessary since the building was primarily a warshouse.
This eonstruction was undertaken in December of 1950 at an
wiltimate cost of | _ | Starting in Deceamber of 1950
neagotistions were begun with the Bureau of the Budgetl,
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Deputy ‘Arector {sdainiatrstion} 3 ovember 1951

the Joint Comaittes on “rinting and the ‘overnmest Printing
Office for the transfer of the Goverament “rinting Office
plant located in South Suilding on the premises of CIi, and
dus to the fact that CI: was confronted with grest rosistance,
although sn offer had been made by CIi to hendle the require-
nente of the Atoaic Ibargy Coxmission, Ztste Departament and
other defense agendiss ia ihe CIA oonsolidated plent, the
sfforte of two individaals in the Govermment Printing 0ffice
ware successful ia blockinm; this actlon. ilowever, with

thi approvel of the Baress of the tudget znd the Joint
Committee on ‘rinting, CIA procured letterpress and photo-
engraving equipment which wes npcessary to do that portion
of the prianting work which it was felt the Covernment
Peinting Office could not accomplish, partienlarly with
reference to | materisl, The decisgion
was also resched die to the fect that in consection with
psychelogical warfare O07°C had requested the m%se
people to eveatually be used in she opsration of

printing plants necessery to the isplementation of the

prograa, In fagust of 1951 all of

the reproduction faellities of 14 were moved io the new
plaat whigh is equipped wiih the most modern equinment and
veory shortly will be completely staffed,

in any organizstional awm t&mt nx:&st«i in YA, %he
function had Leen previcusiy performed by the Procurement
activities in the hamdling of comtraets. The funetion was
never properly or completely performed due to the lack of
such a Civision and also due to the lack of properly trained
mtmml. In addition, the resistance on the
part of activities in persitting the administrs-
tive activities to handle the real estate funciion was
quite streng aci, undoubledly, was justified because of the
lack of axperienced and professional persosael to erform
the fumction. Therefors, as ¢f 1 Deeember 1950 it was
necessary to begla Lo asseudle & staff to consist of
lawyers, pref y with experisnce in resl estate aaiters,
architects and civil engimeers, Efferts in this direction
have been successful to date, and although the job nas not
been sntirely completed, $ais Division is at the present
time giving approxizstely /5 per cent of the suppert required
in connection with: rssl estate matters,

CEPDET
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Humarcus propertie:s of lesser impertance have Leeon
srecured by lsase ani purchase in support of s number of
E&c‘biﬂtmm
In addition, & mumber of investigations have been made
25X1 for the purpose of supperting | ]
areas and one in particular sas the imvestigation emd acquisi-
25X1 tion of the use eg\ in suppert of O°C
25X1 | activities, In the very near future considersble

"~ construction for the remctivation and expansion of| |
will be necessary te meet the program of U°C.

suilding *apintenpace vgilities Division. This
sctivity 1z one which ha y& existed since it perfomms

a housekespin; functien in tainin: lisison
with the “ublic “uildings ervice of the lemeral Services
Adninistration, Very little change in this activity has
teken place except in the renovations and alterations of
new bwildings acquired by C1s. The CI: switehboard ie
ander the supervipion of thls activity and this board will be
sxpanded by a teotsl of 900 lines.

e, Geoeral 3ervices Uivision. Thia sctivity, as sueh,
had mot PRevIGNETs ex15ted and was established by the transfer
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 psputy Director {Aiministration) 3 November 1951

of ihe rescords management snd vital documenis programs

and the mail distribution activities from OCD and the

transfer of the Msghine Records activity from the Special
Suppert “taff to be a part of this Mvision, /5 of the

date of tnis trsusfer very little had been accomplished by CIs
in the field of records nauagement due to the laek of qualified
persoumel and the lack of & program. Sueh a progras in CIA
is, however, s difficult one to accomplish beeause it is
extreasly difficult to alwuys evaluate accurately the

pariod of usefulness of iatelligence zaterisl. #ith a

very sasll staff it has now been possible to establish,

in some of the suallsr offices, au effective records
sanagemsal srogres,

in conmestion with the vital documents srogrem 1t had
besn éirested by the Bureau of the Sudget and the Kational
ceourity Hesources Board that steps be taken by individual
sgeacies snd departmenis to remove from the Zashington area
valaable documents and information which would be necessary
in the contlmuity of the United States ‘ioverasent in the
svent of partial or total destrustiom of Departments, thelr
records, and personnel in -ashington as a result of bombing
raide by a foreigm ememy. OIA had started thie procram
several sonths prior to the issuance of suchaa directivs,
and vital records orizinally had Luwen moved t.o\ ‘

|
} 25X1
goen tho acquisition of the property ail \
[ |a vitsl documenis storage canter was established
sad the progras, as ~f thie writing, is curreatl. asdequate
security protection has oeen provided for these documents
and, in fset, steps bave been taken (o store the vital
documents of the Hational Security Council. {Stste Department®
Note: ur. Pesl has specific imformation on the status of
ThIs portion of the projsct.) The vital documents prograu
will perait the reestsblishment of Cl: atl T
in the event of destruction spd the most imsoriant and
velugble documents will De availsbls there in the event of
destrustion of (1§ records and scidvities in -ashimgion.

In connection with Hschine Records, a relatively small
activity existed 4t the time of the recrganization as of
1 December 1750, 4nd was inadequate to meet the futuwe
requireasnts of the igeney as to ooth staff and equipment.
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The unit had besn treated very much as & slep-child by
most administrotive activities for net too obvious resscus.
iashine Becords, of course, incorporatss the spplication of
183 sschine techniques to record keepini, reporting and

. Thers has been considersbls resistance witnin
I %o the applicetion of machine itschniques, principslly
dus to & fear on the pert of the aaministrative sctirities
that the atilisatisn of this technique would iavolse loss
of responsidbility and the poessibility of confusiem and
inaccurecies in records maintained by & unll sot aader
thelr own contrel,. This attitude has been dispelisd to
a larges axtent.

ks of 1 Degember 1950 wschine tesnaique had besn applied
to persoanel data on the qualifications of °1i personnel,
gualifications of applicants, maritzl and reserve status
of enployses, and g variety of sther data af lesser imporiante.
Lack of sxperiesce im the development of & project for the
apolisation of mschine technique within T4 resalted, with
respect to personngl dats, in a vary incemplote, inaccurate
snd unsatisfectory jeb., 7This laek af experisnce was extended
te other similar projects later undertaken in connsction with
locistice planning for O°C and information neceasary Lo the
preparation of a CIA telsphone directory. in visw of this
situation it has Deen sscsssary to obtain & =0T asxperienced
staff to be used in the developmeat of fature projecis and
the correction of past prejests and existing dats, Of
recant months ths restudy and redireeiios of the logistical
planaing has resulted in grestly improvad sfficiency, and
the applicatien of machine techniques to the objeciive
classificstion by sroject of unveuchersd funds is now in
the stages of completion and will be completely in process
upon the completion of this report. “teps have besn taken
in cooperation with the Persennel Uirector io raview and
sorrect all persounel dats now available,

L. The following are plans for the sdsministrative activities
ander srowinistrative Services for their improvement and expansion:

: tion Mvisten, & study is now beins ssde
of the nessibility a the metihods of saking
arrangesenta for covert \ravelers, perhaps by tha means of
a soesial sesurity srrangcaent with ons travel agoney

25X1 | | & further expansion of the
{dea of the= "pecial Processing nii by which all travelers
would receive quick trestwent in & single location tarough
Bedical, “ecurity, Persomnel snd Travel. A combianation ef
thess sctivities on s sore expaaded basis then at present
spoears to be practical,

Y
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25X1

33. ?rin' g, 8

stion Jdvision., In the field

* Lidd

of ?rinting cnd Heprodnction thera are thres particulsr
prograss that should receive attention in the ensaing

mouihs.

Recommendations will be aade to the DU/a far & study
a8 Lo whstier it might bs more economical and more afficlant
to procuce the hNIf in the (I« °rinting end Reproduciion
Pland wibth ilmproved secarity. There s adeguate spuce b
the uYesent plant for this purposs.

tho problem in the field of reproduction nas always

been and continues to ve proper aanscsrsnt control of tue
wors reguested %o ba dons by the plant, Txparience showe
thet t.ls work will comtinue to increass, as the leuceucy

- 4 all activities ia <14 is to expand their oparsiioss.
dsnagenent studies should pe made of the work being produced
by ihs plant leading to detersinations of policy as o tue
volume of meterial and the varisty of reporte which will be
prepared and disseainsted by CIA. &t preseat thers is mo
soatrel and since these matters <o involve policy it is
pmecagssry Lhat the deeisions be made outside of idministra«
tive Services.

The Printing and Reproduction Division of Adolnistratdive
Services is now in a poaition to train personnsl roguired iu
25X1 support | | The
further development of such a progrsa appears L0 D& NACRSHAYY
and, in sddition to training personnal, would render neas-
ficiel service in sssisiing in reproduction work,

%% oqg3f B
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Depaty Ddrector (Adainistration) 3 Wovemer 1951

c. Hsal ‘state and Censiruction Division, The Resl
Sgtate and Conat on Division should receive wore
attention resulting in the expansion of ite coverage, .
as hag veen trus in the past. The activitles, funotion
snd oparation of this Uivision should be patiersed after
thot of the Foreigs Sulldings Operation of the Itate
Departaeat.  ‘his ¢rganisstion has world-wide coversge
s is reprasented in the principal aress of the world,
Such dgvslopment of the lesl fstate and Constyuction
Division appearz to be nee¢essary. The priscipal probles
to date has besn thad of obtaining sufficient advance
notice of plens of operatdn, activities to seuaire real

* sstate by lesss or purchass vefore the time that it is
needed in order that sdeguate staffs of experienced,
professional persoanngl in the fields of law, arehiteciure
and enginsering can-be obtained, The Persounel activities
have oot been able to produce gualifisd personnei that
are required, even under present asulnorizations, and,
therefors, tho expmnsion of this activity has Deen
difficalt, In sattarnin: the activities of this Division
after tus Poreign Buildiags Jperation it will Le uecessury
to develop snd pasilish rather sxtensive regulatdons wita
reszpact to real estate operations and tile wark is aow 1o
process, .iowever, world-wide representztlon will eventually
becowe necssaary for proper supervision of real ssietls owned
or leassd and operated by Lhe ~gency.

inother project of ihis Divisiom wiil be iae proper
development and preliminary pleoming of a Cli building
for which legislation has ulready passed Ceongress. Juitielsnt
dats has already besn collected for this purpose and it is
““““““ oxpected that by the Lime the mew longress CORVEnss ia
Janaary of 1752 tnat a well developed plon will be ready
£or presentation,

It appesrs that fram to informstion ootained as W the
reguirenents of the varigua CIA activities in & new bailding
that approximately 200,000 square feet of space will have 1o
ve acquired in the departmental ares betwoen Jamuary 1952 and
Degember 175k, The scquisition of this space will present a
problem, particularly durlay sn eamergency paried whersin thers
will be an expansion of mumerous other defeuse activitles.

The suortare of space in Ghs Jesiington ares is eritical and
will become more ¢ritical se tiame pucsses Uy. -
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h -y ...1

in the Bullding Malstenance and Utilities Division to inelude

additional telsphone operetors as expansion of the CIA switch-

board 1s necessary,

jcos ﬂvm. %ithin the near future

‘ FORMEnIeS that this Jivielon, as such, will be

abalished and that the daehite fecords Brasch and the fecords
danagemsat and Distribution Branch be established as
Divisisps. Zach of these activities have bbosme sufficlently

R 1:::&% in sise and funstion to doquire separate divisiomal
‘ » : .

- In comnsction with dachioe Revords, the unvouchared
Tunds payroll ascounting is done by this activity., It
will be nscessary %o completely replace and replan personnel
data % be reflscted on ischins Hecords. iction is now
bohgumtomupaaawplmtar%mapmm
in cooperation with the “erscnnel Director. The future
applicstion of mashime teshnique will be applied to sll
existing supply stpek mcesunts, property sccoumting for
dmrmm and other than departasautal overt activities,
logistical planning, the vouchered funds payroll and
possibly the vouchered funds allotment accounting. it
present this is the liamit of the planned expansion of this
;u::r:xmmh thure are mmassrous possibilities for the

ature,

inother projoct in which this activity will be involwed
unmm;mmm of Hachine Records personnel for the
" operation of similar adainistrative record-keeping activity
in oversess bases of sufficient sise to warrant the use of
aschine techmique. The exact extent of this requirsmsents
is not kaown at the present iioe,

~ The prineipal plan in comnection with the Hecords
danagesent snd Distribation activity will be the extension
of present efferte in the fiald of the records managesent
program for the eakire igensy, This progras will incorperate
unifora filing systeas, standardisetion of supplies and
squipsent, ond the periodic and systematic retiresent of all
types of material, including intelligence materisl, Tiis
will require additions to the staff for this purpose and the
establishuent of at lsast one records wanagesant officer in
each principal sctivity of the Agescy,

MIMilry
c¢c:  Chrono

Jox W oklwé 25X1
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